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1 Whatis TIPS?

The Office of Assistant Secretary of Navy for Financial Management and Comptroller
(FM&C), Financial Management Office (FMO) is responsible for implementing and
overseeing the Department of the Navy’s (DoN’s) Transportation Incentive Program System
(TIPS) Outside the National Capital Region (ONCR).

Based on eligibility requirements, TIPS helps DoN employees to reduce their daily
contribution to traffic congestion and air pollution, as well as expand their commuting
alternatives. TIPS is designed to pay for mass transit costs incurred by personnel in their
local commute between their residence and duty station.

TIPS is intended to provide FMO with the tools necessary to strengthen internal controls and
mitigate fraudulent activities through automated solutions that validate data prior to
submission and decrease overall workflow processing time. The goal of these processes is
to:

¢ Reduce error rates of submitted TIPS applications

¢ Reduce the number of paper applications received for manual processing

¢ Reduce the overall processing time for applications

o Decrease administrative overhead by eliminating redundant effort

e Provide monitoring of applications by cognizant authorities

o Integrate process and policy certification of program participants

e Provide a secure central repository of application data

Participants have the following capabilities:

o Complete an application for benefits

o Edit their application

¢ Re-certify application based on eligibility requirements
o Withdraw their application

2 Document Overview

This User Guide is intended for participants who are authenticated users who are enrolling,
enrolled, re-certifying, or withdrawing from TIPS.

3 Loginto the TIPS Website

To get started with TIPS, you will need access to a computer connected to the Internet.
From there, perform the following steps.

a. Open a web browser (e.g., Internet Explorer).

b. Type the following address into the browser’s address field: https://tips.navy.mil (Note:
“https” is required in the web address.)
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c. Click the Enter or Return key on the keyboard.

Feb 2015

d. A screen will be displayed with a message that you are accessing a government
information system.

. You are accessing a U.S. Govemment (USG) Information System (I5)
7],; that is provided for USG-authorized use only.
By using this IS (which includes any device attached to this IS), you
consent to the following conditions:

- The USG routinely intercepts and monitors communications on this
IS for purpeses including, but not limited to,
penetration testing, COMSEC monitoring, network operations and
defense, personnel misconduct (PM), law
enforcement (LE), and counterintelligence (CI) investigations.

- At any time, the USG may inspect and seize data stored on this IS,

- Communications using, or data stored on, this 15 are not private, are
subject to routine menitering, interception,
and search, and may be disclosed or used for any USG-authorized
purpose.

- This IS includes security measures (e.g., authentication and access
controls) to protect USG interests--not for your
personal benefit or privacy.

- Notwithstanding the above, using this IS does not constitute consent
to PM, LE or Clinvestigative searching or
menitering of the content of privileged communications, er work
product, related to personal representation or
services by attorneys, psychotherapists, or clergy, and their
assistants. Such communications and work product
are private and confidential,

¢ TRANSPORTATION INCENTIVE PROGRAM
e Outsipe T NatioNar. CapimaL REGION

f. Onthe TIPS Login Page, click the Log In button under the heading for Participants and

The Department of Defense Instruction 100027
amass ransit
outside the Nasonal Capital Region. In accordance
With this Instruction the Department of the Navy
(DON) has implemented the Transportation
Incentive Program (TIP) for DON employees to
help reduce heir daily contridution 10 ralic
congeston and air poliution, as well s expand
thei commuting alternatives. ESective March 1.
2013, DON members are eligidle for ¥ansit
benefits up 1o $245.00 per month (parking fees are
notincluded) for specific pre-approved commuter
mass Yansit ransportalion costs notto exceed
actual expenses

Login for Participants and New Applicants
receiving/requesting Mass Transportation Benefits

(Navy, Marine Corps, Military, 8 Civiliens)

I you are paricipating of wish 10 parscipate in the TIP Program and do not have an
account click here 10 register

TIP is designed o pay for mass ransit costs
Incurred by personnel in their local commute from
residence 1o permanent duty stabon. Participants
must accurately daim an amount hat reflects heir
Actual commuting cost failure 10 G0 $0 will result in
atraudulent certficason on the applicabon and is
Subject 10 criminal prosecution. This program is 3
Denefit not an enttiement thus, there is no
rekro3ctve reimdursement

Login for Supervisors, Reviewing Officials,
Program Officer Personnel

ICAC Requined for Acoas

1 you are 3 Supenisor of someone applying for benefits, 3 Reviewing Official or
Program Office personnel and do not have an account, click here 1o register.

New Applicants. A screen will appear where you will “Select Login Method”.
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TRANSPORTATION INCENTIVE PROGRAM
Zx., Ouvrsipe Tue Natiosar Carrian REGION

i

) Select Login Method
Transportation Incentive

Program System

Techrcal Support * Common Access Card (CAC)
toelroene: ravy ™ -
1619-563.4634, or 16195534321 Usemame and Password
| LOGWN |
Regester 1o 3 New Accoumt

Contact TIPS Supood This is an Oficial OfSce of Financial Operations Web St Privacy 8 Securty Notice

1. If you don’'t have an account, and you don’t have a CAC, click the circle next to
Username and Password then click the Register for a New Account link. A
screen will appear where you will enter your new account information.

Enter Account Information

If you are a Supervisor for a participant in the system, please click here to register as a Supervisar.

New Participant Account Information

First Name™

Middle Initial

Last Name™

Work Email™

Work Phone™ Ext

Username™

Password™
(Password must be at least 8 characters long and must contain at least
1 special character, 1 uppercase, 1 lowercase, and 1 number)

Confirm Password™

Last 4 SSN™

Confirm Last 4 SSN*

* Denote a required field

[ Submit ] Cancel ]

2. If you don’t have an account, but you do have a CAC, click the circle next to
Common Access Card (CAC) then click the Register for a New Account link. The
screen that appears will be like that shown above where you will enter your new
account information, but it will also require you to enter your Electronic Data
Interchange Personal Identifier (EDIPI) number, or last 4 digits of the Social Security
Number (SSN). The EDIPI number may be found on the back of your CAC card,
under “DoD ID Number”.
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3. If you have an account, and a CAC, ensure the circle next to Common Access
Card (CACQC) is clicked, then click the LOGIN button.

4. If you have an account, but no CAC, click the circle next to Username and
Password, enter your Username and Password, then click the LOGIN button.

g. If you are registering for a new account, enter the required fields. Note: the password
must be at least 8 characters long and must contain at least 1 special character, 1
uppercase, 1 lowercase, and 1 number.

h. Click the Submit button to register or the Cancel button, as appropriate.

4 Pre-Enrollment Steps

If you are already enrolled in TIPS, the first time you login, you will first see a participant
screen. In this case, you can skip this section, and the next section about enrolling, and go
to section 6,
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Participant Screens.

The first time you log into TIPS, you will be required to provide your Command Information,
including your Unit Identification Code (UIC) and your Installation.

Command Information

Is Your UIC Information Correct? p Fino UIC

If the Command information below is not correct, please click on the Find UIC button to search for
your correct Command.

UIC: NG00
Command: SPAWAR System Center

Installation:
Select Installation -

[ Yes, the Command is correct ]

a. If your UIC or Command are incorrect, click the FIND UIC button to search for your UIC.
A Find UIC screen will be displayed.

Find UIC

Use the search below, and click on the Find UIC button to search for a UIC. Mawy UICs begin
with the letter N,
and Marine Corps UICs begin with the letter M.

UIC (starts with) City

Command Name (contains) State Any -

[ Find UIC |

[ Cancel ]

Enter one or more of the fields to search for your UIC.

Click the Find UIC button. A list of Commands which meet the search criteria is
displayed.

3. Click one of the results returned.

4. Click the Select UIC button.

b. If your UIC and Command are correct, then you must select the installation you are
commuting to. The installation is a large region where your command exists.

1.
2.

1. Click the Installation drop down menu to select your installation. The Reviewing
Official (RO) dropdown menu will appear.
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ommand Information

Is Your UIC Information Correct? p Fino UIC

If the Command information below is not correct, please click on the Find UIC button to search for your
caorrect Command.

UIC: NEE0D
Command: SPAWAR System Center

Installation:
MCRD - San Diego -
Reviewing Official: No Reviewing Official available - Please contact help desk ~

Phone: No Reviewing Official available - Please contact help desk
Email: Mo Reviewing Official available - Please contact help desk

[ Yes, the Command is correct ]

2. The RO name, phone, and email address will be automatically populated if there is
only one RO at the selected installation. Otherwise, click the the Reviewing Official
dropdown menu to select the correct RO. The phone number and email address will
be displayed for that RO.

3. Click the Yes, the Command is correct button. A window will appear asking if you
are sure.

Are you sure?

@ Are you sure you want to use the following UIC (00024)7?

[_No_]

Note: If you select the incorrect RO, you must continue with the Enroll process then
edit the RO within the Organization Information screen, later as shown in paragraph
5.5.

4. Click the No button to return to the previous screen or click the Yes button to
proceed to a window a window displaying your Application Status (currently Not
Enrolled), UIC and Reviewing Official (RO) information, and Commuting Costs and
Status Request.
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Current Status

Application Status

Applicant Information UIC-Command Reviewing Official
MORLEY, CHRISTINEA Information Installation: NB Point
UIC: 00024 Loma
Mot Enrolled
% Not Enrolle Command: Reviewing Official: Doe,

NAVSEASYSCOM John M
Phone: 619-655-5555
Ext: 123
Email:

john.m.doe{@example.com

Commuting Costs

You are not enrolled. You have not certified your actual mass transit commuting cost.

Status Request

Request Description
To enroll, start a new enrollment application today.

You do not have an active application to recertify.

“You do not have an active application to change.

Withdraw You do not have an active application to withdraw.

c. Click the ENROLL button.

5 Enrollment Steps

Several steps will guide you through the enrollment process. If you have already submitted
an application in the past but you’re no longer enrolled, you must re-enroll from the
beginning. If you are already enrolled, you will go straight to section 6.2, Status Request.

5.1 Common Buttons
These common buttons are used throughout the enrollment process.

1. Close Enroliment Form button- stops the enrollment process and returns you to the
last step that was successfully completed. A prompt will ask you if you want to close the
form or not. Click either Yes or No.

@ Are you sure you want to close?

2. PREVIOUS button - displays the previous screen.
3. CONTINUE button - proceeds to the next step.

A green check mark next to each link indicates you successfully completed that enroliment
step.

TIPS Participant User’s Guide v1.4 Page 11 of 31



TIPS Participant User’s Guide V1.4 Feb 2015

5.2 Eligibility, Privacy, and Ethics Training

If you have not yet submitted an application for TIPS, or if you are enrolled, but have not

logged in for a year or more, the first screen you will see states who is and is not eligible for
TIPS.

Enroll in Program

Enroliment Steps YO BE ELIGIBLE FOR THE TRANSPORTATION INCENTIVE PROGRAM (TIP), PARTICIPANTS MUST:

o Use a qualfied means of transportation to commute 1o and fom work or desagnated telework center
o Not be receming transportation benefits from other sources
o Fall wthin coe of the followng categones

1. DON Actwve Mitary
2. DON Resecve Mitacy on qualdying actve duty for more than 30 days
3

DON Federal crlian emgloyees, ncluding Federal employees cn pant-ime work schedules and pad
rtems

4. DON NAF personnel employed by a duly constituted DON non-approprated funded nstrumentalty
(NAFT)
Your earoliment form will be saved
ﬂ overy tme you aavigate 10 a
! oMecent page THE FOLLOWING ARE NOT ELIGIBLE TO RECEIVE BENEFITS:

Contractors

DON caikan employees and miltary members who are named on a federally subsadized parkong permit
Vangool owners who are drvers o passengers of a for-profit vanpool

Miltary member, crvban, and NAF employee vanpool drvers nding 3t NO COSE Of reCemMng COMPEnsation
monetary or non-monetary, for drivng the vanpool

o DON Resennsts who are dnling o¢ traming in an mactve duty for training status

o Students or others who provide voluntary senace

o NAF emgloyed personnel whose salary 15 not funded by a duly constituted NAFI

-

Point of Contact .
-

-

Close Enroliment Form Contone m

Click the CONTINUE button to proceed. A Privacy Act Statement will be displayed.
b. Read the Privacy Act Statement.

Enroll in Program

Enroliment Steps Privacy Act Statement

AUTHORITY: 10 U.S.C. 113; 5 U.S.C. 7905; DaD Instruction 1000.27; E.O. 12191; E.O.
ct Statement 13150; E.O. 9397 (SSN), as amended and SORN NMOT251-1
ning
it Information PURPOSE: To manage the DON Transportation Incentive Program for DON military and
i civilian personnel applying for and in receipt of fare subsidies.

ROUTINE USES: Reviewing officials/points of contact, program management and benefit
providers for the purpose of managing the DON Transportation Incentive Program

DISCLOSURE: Voluntary. However, failure to provide the requested information may result in

. denial of incentive program benefits.
Your enroliment form will be saved

# every time you navigate toa
I different page.

Point of Contact

If you have any que thile filling out the
application, please contact your Reviewing
Official:

cample.org Close Enrollment Form 4m Previous CoONTINUE W

c. Click the CONTINUE button, at the bottom of the page, to proceed. The Ethics Training
page will be displayed.
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Enrollment Steps Ethics Training

Ethics Awareness

Pragram participants are required to take a brief ethics training before applying to receive transit benefits. An ethics refresher is required an an annual basis. Participants in
the program must certify and attest to program criteria. The training informs participants of important ethical conduct and legal implications associated with using the benefit.

Program Background

The Transportation Incentive Program for Outside the National Capital Region was established in July 2001 and is offered to eligible employees and military sevice members
to reduce pollution and traffic congestion, preserve the environment, and expand transportation alternatives.

Your enroliment form will be saved Tax Evasion and Fraud
% cvery time you navigate fo a

[ ; . - )
different page. Employees who misuse the transportation benefit will be subject to criminal prosecution, and/or agency disciplinary action, up to and including dismissal. Substantiated
violations may impact an employee’s security clearance status.

Point of Contact

i tions while filing out the Transportation Incentive Program (TIP) Outside the National Capital Region (ONCR)

ur Reviewing

Program Certification
What do the certification statements mean?

ample.org When applying for transit benefits, you will be attesting to several things. By signing. you are formally and legally attesting that the statements made in the application are
true. The Department of the Navy Transportation Incentive Program Certification includes the following certification statements.

| certify that | understand that:

[7] 1.1 am employed by the US Department of the Navy (DON) and am not named on a federally subsidized workplace parking permit with DON or any other
Federal Agency. If i I have relinquished my kpl parking permit to the issuing authority.

d. Read the Ethics Training Page and scroll down to view each certification statement.
e. Click the box next to each statement to certify you have read and understood it.

f. Click the | have read and understand the above program information checkbox.
g. Click the CONTINUE button (grayed out until you check all boxes on the page).

5.3 Applicant Information

a. After you've completed the Ethics Training page, you will see the Update Personal
Information page. If this is not displayed, click the Applicant Information link, on the
left, to enter, or modify, your personal information and edit other related information.

Enroliment Steps Update P Information

¥ the below DEERS information is not comect, ciick this lok 10 9o 1o the DEERS websie fo update your
data. Inf wil be populated in TIPS after the next data refresh

@) COPY ALL DEERS: Personal

Perscnsl iormetion FROM DEERS Information
Fust Name * Chnstine “ First Name: PERSON
Last Name * Test 4 Last Name: TEST
Meddle Name A N Mddie Name
P74 Your earclment form will be saved Street 1° 123 Apgle Street 4 Street 1. 12345 Man Street
T Street 2 f Street 2
. Nowher: 4 Nowher
Point of Contact e s o .
State * CA - Caldorrea - 4 State Calomnia
ZpCode* 55555 “ Zip Code: 92101-
‘.Nm M 6195555655 Ext 4 Work Phone: 555-565-5555
Work Emad * christine test@example org 4 Work Email: test.person@navy.mil
Ciose Enroliment Form ™ Previous Contove wp
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d.

5.4

There are different ways to enter or update your personal information, but the preferable
method is the first option, copying all information from the Defense Eligibility Enrollment
System (DEERS). If the information reflected in DEERS is not correct, you may click the
link link at the top to go to DEERS to update your information directly in DEERS.

1. Click the COPY ALL FROM DEERS triangle to copy all of your personal information
that exists in DEERS into the Personal Information fields at once.

2. Click one or more of the blue triangles to copy the data from DEERS.

3. Enter the appropriate information in each field.

Click the PREVIOUS button to see the Ethics Training page, or click the CONTINUE button.

1. If some fields are missing or you've entered them incorrectly, these errors are listed.

° = Please enter your street address 1.

» Please enter a valid work phone number format X000

2. Click the OK button, and repeat steps b and c.
Click the CONTINUE button.

Supervisor Information

After the Personal Information page is complete, you may enter information about your
supervisor in the Supervisor Information page. This form is submitted to your Supervisor for
their acknowledgement and approval.

Your supernsor will be required 10 approve your employment, work schedule, and work locab
Last Name * TEST

Fust Name * PERSON
Work Phone * 394.5554782 Ext

Work Emai *  test person@example com

me Emal st persorf@example com

Your earoliment form will be saved
every time you navigate to a

1.1 aterent page.

Point of Contact

a.

¥ you have any Questons while Slling cut the
applicaton, please contact your Reviewing
Ofcial

Close Fnrmiiment Form M Parvous Conrmar  wh

In the Last Name field, enter the last name of your supervisor.
1. If the name is found in the database, other fields stored in the database are filled in.
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2. If the last name is not found in the database, you must enter all required fields by
hand.

b. Click the PREVIOUS button to go back to the Applicant Information page or click the
CONTINUE button to go to the Organization Information page.

5.5 Organization Information

The Organization Information section follows the Supervisor Information section in the
enrollment process, with information about your work location and organization.

Work Location
Work Lo:.l-d\ 1245 Tet St
Addess (Enter address, buiding number, efc. of actual work locaton)
Cey* Nowhare
Sate * AL - Alabama -
Zp Code * 99999
Teergocary Dates to

o coen (Only poputate # you are 0n & lemporary sssgnment for more then 30 deys and less hen 1 yesr. e TDY

temporary hre)
Your enrclmest lorm will be syvod
| every me you aavijate 10 a Command (23

afler oot page

uc NGGOO1
Point of Contact Command Name SPAWAR System Center

Mayor Command SPAWAR

hie AN ot Be Appacant Type

your Revewn) Service Type * US Naw -
Pecscnnel Type * Caihan -
Adenn * Cailan ~
Appropnation © WCF ~

nstalation * TPS TEST installaton -
Rewemng Oficial * Test John -

Phone 5555558555

Emad Sho TentQexamrgie org

Close Enrolment Form ™ Provous Conroae wp

a. Enter, or modify if necessary, your work location’s address, city, state, and zip code. If
your work location is temporary, add a date range to Temporary Dates. You may select
these from a pop-up calendar, or enter them by hand in this format: MM/DD/YYYY.

b. If your Command information is incorrect, click the Edit button. A Find UIC window will
appear.

Find UIC

Use the search below, and click on the Find UIC button to search for a UIC. Mavy UICs begin with the letter
N

ar‘1d Marine Corps UICs begin with the letter M.

UIC (starts with) City
Command Name (contains) State Any A
Find UIC

1. Fillin one or more of the fields (optional). Note: There may be no city associated with
a particular UIC, so if no results are returned when entering a city, you may enter the
Command Name or State instead, to find a UIC.
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2. Click the Find UIC button. This will display a list of UICs based on your search
criteria, whether there are applicants within that UIC or not.

Find UIC

Use the search below, and click on the Find UIC button to search for a UIC. Mavy UICs begin with the letter
N

and Marine Corps UICs begin with the letter M.

UIC (starts with) m City san diego
Command Name (contains) State Any -
Find UIC
7 result(s) returned.
Command Name uic City State e
3MLG 3MEDBN DET NH SAN DIEGD M46620 SAN DIEGO California
4TH MAR LOG GRP MEDLOG DET 1 M45303 SAM DIEGO Califonia =
4TH MARDIV H&S CO 4 TANK BN ME7680 SAN DIEGO California
4TH MLG H&S CO 4TH MED BN ME7805 SAN DIEGO California
BTRY O 5TH BN 14TH MARINES ME7659 SAN DIEGO California il
[ Select UIC ] [ Cancel ]

3. Scroll down and click the row having your chosen UIC. (This will cause the row to be
highlighted.)
4. Click the Select UIC button to update your UIC.

c. Under the Applicant Type section, enter or modify if necessary, the 4 fields that are
shown by clicking on the drop down menu and clicking the appropriate value. A drop
down menu value for one may determine the choices of the drop down menu below it.

d. Under the Reviewing Official section, click the Installation drop down menu to update
if necessary. The RO name, phone, and email address will be automatically populated if
there is only one RO at the selected installation. Otherwise, click the the Reviewing
Official dropdown menu to select the correct RO. The phone number and email address
will be automatically displayed for that RO.

e. Click the PREVIOUS button to go back to the Supervisor Information page or click the
CONTINUE button to go to the Expense Worksheet.
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5.6 Expense Worksheet

The Expense Worksheet will allow you to enter your work schedule, mode of transportation,
and additional information then it will calculate and validate the data for you.

Envoll in Program mD
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5.6.1 Select your Work Schedule

a. Click the Select your work schedule drop down list at the top of the screen to select
your work schedule.

Select your work schedule: 8/20 Work Week (regular schedule) |~

SUN MON 8120 Work Week (reqular schedule) SAT
Pr—— 9/16 Work Week (5-4/9 schedule) —
RDO ~ 9 = Mig/16 Work Week (4-10 schedule) I RDO -
RDO + 9§ - Mllltal_'y (no standard schedule) W
Part-time

MC = Non Commuting R0 Other

b. For each day of the week in the two week schedule shown, click the drop down list to
choose the number of hours for that day: NC, 8, 9, 10, or RDO.

e NC - Non Commuting for that day. Participant will not be taking TIPS
transportation.
e 8,9, and 10 —the number of hours the participant works that day

e RDO —Regular Day Off. A participant will not be taking TIPS transportation.

5.6.2 Mode of Transportation

a. Click the top Mode of Transportation drop down list to identify the mode of
transportation you will be taking.

Total Monthly Expense.
$0.00

Bus to Work v Yes | [Debit Card Dally Remove oninty Expense Riowan
Add Another Mode of Transportation Calculate Total $0.00

Additional Information

Enter any addiional information or explanation regarding commuting practices, or work schedule.
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b. Click the Debit Card Accepted drop down list and choose Yes, No, or Do not know to
reflect whether a debit card is accepted as a form of payment.

c. If adebit card is not accepted, click the Vendor drop down menu to choose your method
of payment.

d. Enter the Name of Company for this mode of transportation.

e. Click the Frequency of Purchase drop down list to choose the appropriate frequency
for the mode of transportation you identified: Daily, Weekly, or Monthly.

f. Enter the cost for this transportation in dollars, e.g. 2.35 is $2.35.

g. If you use several modes of transportation, click the Add button to add another mode of
transportation then repeat steps a-f.

h. If you select Vanpool as the Mode of Transportation, the system will prompt you to select
the correct vanpool from the registered vanpools for your installation. The details about
debit card, name of Company, and cost will be automatically populated and cannot be
modified. These values can only be modified by the Vanpool Coordinator or Reviewing
Official. Repeat step h as necessary, for additional modes of transportation.

i. Click the Remove button to the right of a Cost field to remove a mode of transportation,
if necessary.

j. Click the Calculate Total button. This will calculate the total monthly expense based on
your work schedule and mode(s) of transportation you selected.

Daily frequency will use the schedule to calculate cost. Monthly doesn’t use the
schedule. It uses the cost which is entered. Weekly doesn’t use the schedule either; it
uses the weekly cost entered, multiplied by 4.

The Monthly Expense Allowance will also be displayed, but may be less than the
expense. The allowance displays whichever is lower: the total monthly expense or what
is allowed for the participant. Currently the maximum allowed is $245.

k. Enter any additional information necessary, regarding commuting practices, or work
schedule.

Additional Information

Enter any additional infermation or explanation regarding commuting practices, or work schedule.

Close Enroliment Form 4m Previcus ConTinug e
I. After you've entered all necessary fields on the Expense Worksheet, click the PREvVIOUS

button to go back to the Organization Information page or click the CONTINUE button to
go to the Applicant Review page.
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5.7 Applicant Review

In this step of the enrollment process, the applicant has another chance to review
information entered so far. This step follows the Expense Worksheet step automatically, or
can be reached by clicking the Applicant Review link in the list of Enrollment Steps.

Personal and Work LoCanon informaton ——
Apphication Number: 10627
© Curromt Saatun Yot Sussentted
Personal Work Supervisor UKC - Commang Reviewing Omcal
Test. Owaten A Werk M5 Tent & TEST, PERSON Servce US Nowy TIPS TEST mstallanen
123 Aggle Strent Locaton mssseare uc Ll Tost Jobn
Nowhers CA 55555 Asyers et persondiexamgie com  Command SPAWAR System S85 555 6548
Cay Hontare Name Canter Jore Tent@eramgie org
State AN Persorrwl Type Crsan
2 Code 99 Agpragranen WCF
Work 61965504455
Nurrter

Work steme testeramgie o
Ema

| commmgcones
Work Schedule: 1720 Work Week (reguisr schedule)
SUN won T wio ™y L] SAT
ROO * NC NC NC NC ROO
RO » nNC NC NC NC ROO
Name ot Frequency of Total Monthdy [ spesse |
Mode of Transportation Comt
» Comparmy Purchase $16.00 |
‘lu\a\vmc(a-v\l':ym sebway or bgM Bes & Dedy 400
Monthdy £ apense Allowance
$16.00 ‘
Adstonsl Irfcemation
Cuose Envolment Form - Prvos Conrmx =

a. Click the top Edit button to go back to the Applicant Information page to modify it if
necessary.

b. Click the Edit button in the middle of the page to go back to the Expense Worksheet to
modify it if necessary.

c. Click the, PREVIOUS button to go back to the Expense Worksheet, or click the CONTINUE
button to go to the Applicant Certification page. Click the Close Enroliment Form,
button, to go back to the Current Status page.
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5.8 Applicant Certification

In the Applicant Certification step, there are several “| certify that” statements.

Encoliment Steps

Arpucant CerniFicaTion

Thes Cetiication concems a matter within the rmsdiction of an agency of the Unted States and making a
false, Scttious, or fraududert cetfication may render the maker subject to caminal prosecution under Title 18
Unted State Code 1001, Cadl Penalty Action, prowdng for admenstratve recovenes of up to $10.000 per
wolaton, and/or agency dacplinary actons up 10 and nclodng damussal Lost, damage, destruction. or thet
of tare madha shall be processed m accordance with Depatment of Defense Financial Management
Regufation Volume 12, Chagter 7
| contdly that | am emgioyed by the Department of the Navy (US. Navy or US Marne Corps) and | am not a costractor
| Contdy that they information 5 SCCurate and 39ree 10 notdy the nstalation POC of any change 10 the nformation prowded
| contdy that the monthlly transt Denet amourt reported on this ste does Nt exceed my monthly Commuting Costs
1 condy that | wall use ths Denefit for my dady commute 10 and Som work and will not transfer & 1O another ndmdusl
Yomt earolimant form wil be saved 71 agree 10 notdy the nstallation POC should the fare amount and/or my ndership level ncreases/decreases
J ""‘M" SN0 yOu Atvigete o 8 1 Contdy TAR upon Lransfer, 30pAIN. Lermnation of employment o retrement/resxgnation. | will retum any unused
et vouchers oe outstanding dett to the mstallation POC
Point of C | contdy that the transt benelt | am recensng maets the cntena outined m IRC 26 Section 132(1) as well as any Suther
ontact
restnctions mandated by the DON
¥ you Nave any Ques

APOHCAON_ DI @ CONEACT yOour e’ Not Accept

DO

Ciose Enroliment Form ™ Prevous

a. Click the box next to each “I certify that” statement. The Submit Application button is
grayed out until you've checked each certification statement.

b. If you want to cancel the submission of the application click the Not Accept button.

Applicant Certification

You have indicated you do not accept the certification statements.
You will not be able to complete the enrollment process

Are you sure?

1. Click the Yes button to go back to the beginning of the Enroliment process
2. Click the No button to display again the Applicant Certification page with all the
certification boxes checked.

Click the Close Enrollment Form button if you want to close the form.

d. If you want to send the application to your Supervisor for approval, click the Submit
Application button.

C’) Application has been successfully saved.
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e. Click the OK button. The Completion page appears. On the left side, green check marks
indicate each step was completed successfully.

Encoliment Steps

Your Application is Complete
Your appication has been submitied and will Degn the approval process

You will Do notfied by emal as your appic aton progresses

. Piease note that it will take approumadely 30 days 10 process your appication

» If yOur 3ppication 5 approved, you will De asked 10 recenfy your réquest on a penod Dasis

° NOR. If yOu Just re-Certifed your appication, you have compieled INe process.

o Complecon

Application Information
.ﬁ Your enrobmest loem will be saved
4 ;’:::“ YOu Rivigste ' & Name Test Chnstine A Anpicaton 1D 32627 Subent Date Fri Mar 15 16 05 37 GMT.700 2013
Point of Contact
Prnt Thes Page

Close Encoliment Form

es@eramole org

f. Click the Print This Page button if you want a printout showing you’ve completed the
application.

g. Click the Close Enrollment Form button to display the Current Status page. This will
show that your application is In Progress.

TRANSPORTATION ENTIVE PROGRAM EE s el SELUTE
OutsipE THE NaTioNaL Capitar. REGION =

Logout

Program Information Current Status
Eligibility
Privacy Notice Application Status
LAOS Applicant Information UIC-Command Reviewing Official
Test, Christine A Information Installation: TIPS TEST

My Information Date Submitted: 03/15/2013 uIC: NB60D1 Installation

. Command: Reviewing Official: Test,
Current Status © In Progress SPAWAR System John
My Application Center Phone: 555-655-5554

Email:

Application History John.Test@example. or

Commuting Costs.

Your application is in progress. Your mass transit commuting costs is pending approval. ‘

Point of Contact

If you have any qu

regarding the application, please

contact your Reviewing Official: Status Request

Action Request Description
Enroll You cannot enroll when you have an application in
= progress.
If you have any questions
o You cannot recertify your application when it is in 3 . "
Recertify progress fy v PP completing this application, please
- . .. |contact your Command TIP
Change You cannot change your application when it is in Reviewing Official shown above. Use
progress. the "Help" icon to find this
Withdra ‘You cannot withdraw your application when it is in | information during the application
progress. process.

h. Click the Logout button to logout of TIPS.
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6 Participant Screens

Once you have submitted an application, the first screen you see will display Current
Status at the top and a status of In Progress.

" Ouvrsioe Tue Nanioxar Carrrar ReGion

e e Welcome PERSON TEST! m
I MO_/‘.;\ IRANSPORTATION INCENTIVE PROGRAM -
o APl o - s

Program Information Current Status

My Information Date Submeted 03152013

Curent Stotos Command SPAWAR Revewng Ofical Test, Joba
ot System Corter Phome 5455856645
My Apphcation Emal
ho TenQexamgle 09
AppAcation Matory

Point of Contact Your appication is in progress. Your mass transt commeting Costs is pendng approval

Action Roguest Description ‘
John. TestQexample.org 0w Cannct enroll when you have an apphcabion in progress
You cannct recenfly your apphcation whin £ i i progress Ccompletng thes apphe aton . please
You cannct change your apphcation when £ & i progress Rewewn OSCal shown atove Use

You cannct withdraw your apphcaton when £ 15 in progress % dunng the apph

Department of Transportation (DOT) will enroll you next, and then your initial login screen
will change.

You will see your status is now Enrolled, and there are more links on the left under My
Information, a DOT Customer ID number, commuting costs, and 2 actions now available to
you, to change your application, or withdraw from TIP.

From here, you can click on the links at the left to view various other screens. These links
are grouped in two categories: Program Information and My Information.

¢ TRANSPORTATION INCENTIVE PROGRAM eicome Clwistine A TEST!

= Oursipe Tue Nanionar Carrrar ReGioN Q Q Q
mrm

Current Status

Reviewing Official

I Chosios A Information Instalaton TIPS TEST
UIC: N6E001 Instaigon
Date Ervoned Command SPAWAR Revewng OScal Test. Jobn
System Certer Phone: $55.555.5555
Emad

Mode of Debit Card Name of Frequency of
Teansportation  Accepted? V™% Compeny  Purchase CO%
Bus to Werk Yes °’°': Bus Dady 200

Action Request Description ‘
You are cumently ecvolied ¥you b any
Recenficanon is not requeed 3¢ thes time comgletng ths apphcaton. please
contact your Command TP
[ | Cange | Make 2 change 10 your sppiication Revewing Ofical shown sbove Use
the "Help™ icon to find this
[ L Withdaw | ]| Wendeaw tom Transpotation incentve Program (TF) Information durng the apphcation
process
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6.1 Application Status

a. Clicking on Application Status, will show a participant’s information, UIC Command
Information, and RO.

Applicant Information UIC-Command Reviewing Official
TEST, Christine A Information Installation: TIPS TEST
DOT Customer ID: 625412 UIC: N66001 Installation
Date Enrolled: Command: SPAWAR  Reviewing Official: Test, John

System Center Phone: 555-555-5555
« Enrolled Email

John. Test@example org

The participant’s status may be one of the following:

Status Description

. You have a saved application, but you have not submitted it, or
Not Submitted ; : . " . :
you’ve submitted it, but it's been returned to you for more information.

In Progress You have submitted an application, and it is awaiting approval.

Enrolled You are currently enrolled in TIP.

Not Enrolled You are not enrolled in TIP.

6.2 Status Request
Once you are enrolled, there are 2 buttons available to you under Status Request.
a. Click the Change button to edit your application.
b. Click the Withdraw button to withdraw from TIP.

6.3 Program Information

There are five links under Program Information.

Program Information

Eligibility
Privacy Motice

User Guide
Mewsletter
FAQs

6.3.1 Eligibility

a. Click the Eligibility link to view information about who can use TIP.

6.3.2 Privacy Notice

a. Click the Privacy Notice link to view the Privacy Act Statement with authority and
disclosure content.

6.3.3 User Guide

a. Click the User Guide link to view this user guide.
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6.3.4 Newsletter

a. Click the Newsletter link to view TIP Newsletters and Archives for useful information
about the TIP Program.

6.3.5 FAQs
a. Click the FAQs link to view Frequently Asked Questions.

Frequently Asked Questions (@) Help

What is the TIP ONCR benefit?

Why do we have a Transit Benefit Program?

Should I enroll in the National Capital Region (NCR) or the Outside the National Capital Region (ONCR)?

When are the TIP application deadlines and when will | begin receiving benefits?

b. Click any of the FAQs to see an answer open up below the question.

Frequently Asked Questions

What is the TIP ONCR benefit?

Why do we have a Transit Benefit Program?

DOD Instruction 1000.27 authorizes and requires the Department of the Navy (DON) to offer a mass transit benefit
program to reduce pollution and traffic congestion, preserve the environment, and expand transportation alternatives
both inside the Mational Capital Region and Outside the Mational Capital Region.

Should | enroll in the National Capital Region {NCR) or the Qutside the National Capital Region (ONCR)?

Who is and is not eligible for the TIP?

| am stationed overseas, am | eligible for the TIP ONCR?

6.4 My Information

Some of the links seen under My Information are only visible after your application has
been submitted. Those displayed here are for an applicant who is now enrolled. If an
application is still in progress status, it will not display all these links.

My Information

My Application
Change Application

Withdraw from Pragram
Application Histary

Recertify Application
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6.4.1 My Application

The My Application link displays your personal and work location information.

My Application

TEST PERSON . Vs
12345 Man Street Aaxers AL AT uc LY Tost Jobn
L Sywen

o = Work Schedule 120 Work Week (regular schodule)

um on Ut weo ™ [T] AT ‘

ROO ’ " ’ e N ROO
ROO ’ N » NC N ROO
Meste ot Dot Cand W Name of Froquency ol o Total Monthdy £ xgense
Tramagontaton Accepred? ndof  Company Purchase $16.00
o
Bus 1o Wk Yeos oy Bus Company Dy 0
— Meatiy [ rgere Alowarce
$16.00
Addtcmal intkematon

Prwe Then Page

In this screen the application status may be any of the following:

Status Description

Not Submitted | Application has been created but not yet submitted for approval.

In Progress Application has been submitted but is not yet approved.

Returned Application has been returned to the applicant for updating.

Disapproved | Participation in the program is disapproved.

Application has been approved by Reviewing Official, but applicant is

Approved not yet enrolled.

Enrolled Currently enrolled in the Transportation Incentive Program.

Return Applicant is currently enrolled in the TIP, but application has been
Enrolled returned to the applicant for more information.

Withdrawn Application is closed out; participant is no longer receiving benefits.

a. If necessary to update any of the information on the My Application page, click the
Change Application link on the left menu, discussed in paragraph 6.4.2
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Change Application.
b. Click the Print This Page button to save a hard copy of this page.
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6.4.2 Change Application

The Change Application link allows you to modify your application.

My Information

My Application

Change Application
Withdraw from Program
Application History

Recertify Application

a. Click the Change Application link if necessary. This will take you to a similar page as if
you had clicked the Applicant Review link covered in paragraph 5.7
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Applicant Review.

Change Application (3) Heip
Enrollment Steps Personal and Work Location Information | Edit |

Application Number: 32641
DOT Customer ID: 625412

+ Current Status: Enrolled
Personal Work Supervisor UIC - Command Reviewing Official
TEST. Christine A Work 12345 Test St TEST. PERSON Senvice: U.S. Nawy TIPS TEST Installation
Applicant Review 12345 Main Street Location 394-555-4782 uic: NG6001 Test, John
TR T Nowhere, CA 92101 Address: test person@example.com  Command SPAWAR System  566-555-5555
¢ Completion City- Nowhere Name: Center John Test@example org
State AL Personnel Civilian
&, Your enroliment form will only save Zip Code: 99999 Type:
%I when you submit the application. Work 555-655-6555 Appropriation: WCF
Number:
Point of Contact Work test person@navy mil
Email:

Ifyou have any questions while filling outthe
application, please contact your Reviewing
Official

Commuting Costs
Work Schedule: 8/20 Work Week (regular schedule)

SUN MON TUE WED THU FRI SAT
RDO 9 NC 9 NC NC RDO
RDO 9 NC 9 NC NC RDO
Mode of Debit Card Name of Frequency of Total Monthly Expense
Transportation Accepted? Vendor Company Purchase Cost $16.00
Bus to Wark Yes %:‘;‘jt Bus Company Daily 200

Monthly Expense Allowance
$16.00

Close Enroliment Form 4m Previous ConTinue  mp

Additional Information
pecona normaton

1. Click the top Edit button to go back to the Applicant Information page to modify it if
necessary.

2. Click the Edit button in the middle of the page to go back to the Expense Worksheet
to modify it if necessary.

3. Click the Previous button or the Close Enrollment Form button to go back to the
Current Status, or click the Continue button to go to the Applicant Certification page.
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6.4.3 Withdraw from Program
a. Click the Withdraw from Program link from left menu to withdraw from TIP.
My Information

My Application
Change Application

Withdraw from Program
Application History

Recertify Application

b. This will display the Withdraw From Program window.

Withdraw Request

Upon withdrawal participants are responsible for retuming unused fare media to the Transportation Incentive Program. If fare media was converted to another form of media, you must
reimburse the DoD by check or Money Order, payable to the U.S. Treasury.

[] 1 wish to withdraw from the Transportation Incentive Program.

4m Previous CONTINUE  mp-

Click the check box next to “I wish to withdraw ..”.
Click the PREVIOUS button to cancel and go back to the previous screen, or click the
CONTINUE button.

6.4.4 Application History

a. Click the Application History link to view the list of changes or updates made to your
application and a history of your email.

Program Information App]ication History [Qm
Eligebelity
N Application Status
FAQs Applicant Information UIC.Command Reviewing Official
TEST, Christine A Informati Installation: TIPS TEST
My Info DOT Customer ID: 625412 UIC: N66001 Installation
Wy Information Date E C d SPAWAR R Official' Test
nrolled 9 X
Current Status System Center John
W Eovcied Phone: 555-555-5555
Email
John Test@example org

Application History Expand
Email History Expand

m Program
Return Unused Fare Media
Application Hist:

Review Ethics Training
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b. Click the Expand button if necessary to view the Application or Email history.

Application History (2) Heig

Applicant Information 4] [ i g Official
TEST, Christine A Information Installation: TIPS TEST
DOT Customer ID: 625412 UIC: NB6001 Installation
Date Enrolled: Command: SPAWAR  Reviewing Official- Test,
System Center John
¥ Enroled Phone: 655-655-5555
Email:
John. Test@example.org
Application History & Collapss

Date Entry

Submit Application

422013 TEST, PERSON Application #32641 has been saved and submitted.
4122013 TEST, PERSON DL E S
' Application #32641 has been certified.
41212013 TEST, PERSON Create Application
' Application #32641 has been created.
Withdraw Application
AM202013 TEST, PERSON

Application #32628 withdrawn from program.

6.4.5 Recertify Application

The Recertify Application link is only available to participants who are enrolled and who
manage their own application. When you click this link, the system will first check whether
you need to recertify his application and if so, allow you to do so. Note: Currently
recertification is required monthly between the 1 and the 15"of each month.
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A. Acronyms

CAC
DEERS
DOB
DoD
DoN
EDIPI
FAQs
FM&C
FMO
NC
ONCR
ORG
PAC
PDF
POC
RDO
RO
SPAWAR
SSC
SSN
TIPS
uIC

Common Access Card

Defense Eligibility Enrollment System
Date of Birth

Department of Defense

Department of the Navy

Electronic Data Interchange Personal Identifier
Frequently Asked Questions

Financial Management and Comptroller
Financial Management Office

Non Commuting

Outside the National Capital Region
Organization

Pacific

Feb 2015

Portable Document Format (Adobe Acrobat file format)

Point of Contact

Regular Day Off

Reviewing Official

Space and Naval Warfare

SPAWAR Systems Center

Social Security Number

Transportation Incentive Program System
Unit Identification Code
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